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	Professional Objective

	· A competent professional with 5 years of experience in the field of customer service, Admin/front desk executive / marketing and passenger service assistant.

· Seeking a challenging and growth oriented position where my interpersonal skills can be best utilized. 

· Looking for vacancy as an experienced professional, in leading companies that are both B2B and B2C in nature to enhance my talent with an intention to be an asset to the company.


	Work Experience

	· Tamam Exhibition Services LLC (Joining date April 8th 2013 still now) as a marketing coordinator. Dubai, UAE.

Tamam Exhibition Services is one of the most sought after firms in the UAE, specialized in exhibition stand design, stand construction, chalets, country pavilions, furniture and fixtures rentals, and all other exhibition services. We have the pleasure to extend our business for building up the stand for all types of exhibitions at any region across the globe especially in UAE.

  Job Responsibilities:
· Conduct extensive market research on various Exhibitions.

·  Seeking for Clients from previous and present Exhibitions.

·  Handling projects (Exhibition stands, Kiosks and others Advertising Activities).

·  Visiting Exhibitions and getting from their potential clients.

·  Attending outside meetings.

·  Maintaining Client relationships.

·  Making a tele-calling for potential clients.

·  Assisting the Marketing Manager in prior in handling projects.

·  Handling inquiries through e-mails and phone.

·  Preparing weekly reports.

·  Ensuring to target the monthly quota.

·  Coordinating to the designing department for stand designs & other advertising activities.

·  Coordinating to the production and costing department for the requirements to be needed for implementing the project.

· Assisting Administrative roles.

· Coordinating and handling projects.

·  Fulfillment of revenue targets assigned to the team

· Attend workshops, trade shows, and seminars to keep up-to-date on changes in the industry.

· Understand the skills and qualities that need to be bought into the business.

· Develop a situation analysis of your company including its strengths, weaknesses, opportunities and threats to assist in the development of a strategic plan for the future of the business.

Coordinating with project managers, engineers and supervisors. Responsible for the events held in outside country.
· Livewell aviation services (From 12th October 2010 to 10th march 2013) Passenger Service Agent at Emirates Airline, Mumbai International Airport.

Livewell aviation services has been a leading name in the Indian aviation industry for over 19 years. They provide ground handling services to domestic and international airlines at multiple airport locations in India.

    Job Responsibilities:-

· Greeted and checked-in airline passengers

· Assisted passengers on arriving domestic and international flights

· Checked-in passenger baggage

·  Rescheduled passengers with flight interruptions

·  Documented all international departures

· Assisted unaccompanied minors (UMs)

· Meet and Assist(MAAS)

· Assisted passengers with absent baggage

· Verified passenger departure documents

· Produced all required business documentation.

· Flight announcements for departure and arrivals

· Handled deportee, INAD  and Visa on arrival passenger

· Handling of passenger requests and service recovery with empowerment

· Handling Passengers and their queries.

· Keeping track on staff availability, roaster and their duties

· Handling passenger Complaints and request.
· Isola Di Cocco Ayurvedic Beach Resort  (From 1st August 2009 to 1st March 2010) as a Guest Relationship Assistant, 
The Isola Di Cocco ("The Island of Coconuts"), a unique heritage resort cosseted by a coconut grove, residing on the banks of the river. The resort is virtually encircled by water. Here nature offers you her bountiful best - a riverbank, a beach, lakes, ponds and backwaters. Look out from the resort.
Job Responsibilities:-
· Greeted and checked –in guest

· Welcoming guest in a traditional way 

· Explain about the resort facilities

· Provide the packages 

· Attend the incoming and outgoing calls.

· Handling front desk

· Book the packages and provide all the services.




	Education Qualifications

	year
	degree
	institution

	2008
	Aviation And Hospitality Management
	Frankfinn Institute of Airhostess Training

	2007
	HSC
	Govt higher secondary school

	2005
	SSC
	St. Anne’s girls high school


	Professional Experience

	· I was a hostess in an award giving function in 2008. My Role was to welcome the guests, controlling the function, prize distribution, entertainment and taking care for the food & beverage.


	Professional strengths

	· Excellent organization skills and very comfortable working with teams

· Ability to understand business requirements of the clients and convey the same to different divisions in a format and context relevant to their roles

· Proficient in planning and handling customer objections.

· Goal Oriented and ability to handle multiple tasks.


	Interests & Hobbies

	· Listening to music.

· Interest in cooking.


	Personal Details 

	Date of Birth
	March 10th 1990

	Languages Known
	English, Hindi, Malayalam ,Tamil

	Nationality
	Indian

	Sex
	Female

	
	

	Place of Issue
	Cochin

	
	

	Visa Status
	Employment Visa


	Computer and Equipment Skills

· Operating Systems – Windows XP, 7 & 8.

· Applications - Ms- Word, Excel, Power point, Ms-Outlook, Photoshop.
·  Skilled in reservation and ticketing software
· CTRs and keyboards for passenger processing
· Ticket and baggage tag printing equipment
·  Scales for weighing passenger baggage



Declaration
I hereby declare that, the above-mentioned details are correct and true to the best of my knowledge.     

Place:



                                                         Yours Truly,    
